OU Marketplace - Shopper

The UNIVERSITY of OKLAHOMA

1 To access the OU Marketplace as a Shopper, go to Compass.ou.edu, login with your credentials and
select Financial System OUM PROD, the OU Marketplace.

% The UNIVERSITY of OKLAHOMA | e n

HOME /

~ PeopleSoft Financials Environments.

Pre-Prod (FSPRD) - Pre-PRD PUM 33 on Tools 8.57.10

Demo Version (HURF5920) - DEMO Version running PUM 33 on Tools 8.57.10

Einancials Development (ESDEV) - For Development Staff - Running PUM 33 on Tools 8.57.10 - Copy of FSINT as of My 18th

Financials Test (FSTST) - For Core User Staff - Running PUM 33 on Tools 8.57.10

Financials Conversion (FSCON) - For Conversion Staff - Copy of TSTFT920 running PUM 33 on Tools 8.57.10
Financials System (FS5YS) - For System Configurations - NO DEMO Data running PUM 33 on Tools 8.57.10
Financials System (FSINT) - For Data, Conversion, Configuration and 3rd party integration validation - NO DEMO Data - created from FSSYS April 11th

Financials System (FSMOC) - Conversion testing - created from FSSYS April 16th

Financials System (FSTRN) - Training - Copy of TSTFT920 running PUM 33 on Tools 8.57.10 with DEMO data

Financials System OUM TEST - OUM Test link

Financials System OUM PROD - OUM PROD link

The first time you login to the Marketplace, you'll be prompted to update your Profile.

4 Click on Default User Settings > Default Addresses and click the Select Addresses for Profile
button.

@ MARKETPLACE Al -

My Profile ¥ Default Addresses

Services Testing Default Addresses
User Name 105043 Ship Te  Bill To
?

User Profile and Preferences

Default User Settings Shipping Addresses

Custom Field and Accounting Code Defaults

Default Addresses

Cart Assignees

Checkout Settings

Ordering and Approval Settings
Permission Settings
Motification Preferences

User History

5 Type in any part of your shipping addresses and then select the radio button next to the correction
location.
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% The UNIVERSITY of OKLAHOMA

Default Addresses

Ship To  Eill To

Shipping Addresses Address Search
Mickname / IBES
Address Text
Results Per Page M0~
Addresses Found: 239 - F'ag of 24 | »
Mame Address
) 865_0300 Attn: Services Testing
Bldg:
Floor: 0300

865 RESEARCH PARKWAY
RESEARCH PARKWAY 0300
QKC, OK 73104

United States

O FH_0001 Attn: Services Testing
Bldg: 0013
Floor: 0001
265 ASP ANEMUE
FELGAR HALL 0001
MORMAMN, OK 73019
United States

O FH_0100 Attn: Services Testing

DA e A1 2

The default button will be checked so that this is your default address for all future orders. Click
Save.
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Q| The UNIVERSITY of OKLAHOMA

Default Addresses
Ship To  Bill To
?
Shipping Addresses Edit Selected Address ?
Mickname 265 0300
Default
Current Default 1100 0142
Address
ADDRESS
Attn: ™ Services Testing
Contact Line 2 Bldg:
Contact Line 3 Floor: 0300
Address Line 1 863 RESEARCH PARKWAY
Address Line 2 RESEARCH PARKWAY 0300
City CKC
State QK
Zip Code 73104
Country United States
7 Next, click on Cart Assignees > Add Assignee.
@ MARKETPLACE Al -
My Praofile b Cart Assignees
Services Testing Cart Assignees
User Name 105043 Add Assignee...
My Cart Assignees ?
User Profile and Preferences Name Action

Default User Settings
Customn Field and Accounting Code Defaults
Default Addresses

Cart Assignees

Checkout Settings

Ordering and Approval Settings
Permission Settings
Motification Preferences

User History

8 Search for your Requester by name. If you have several Requesters, click Add Assignee again to
find another Requester.
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User Search
Last Mame Cook

First Mame

User Name

Email

Role

Results Per Page 10

9 To set a particular Requester as the Primary Requester, click Set as Preferred.

Cart Assignees

Add Assignee...

My Cart Assignees ?
Name Action

Suzanne Cook Set as Preferred | Remove

Dianna Rustin Set as Preferred | Remowe

Suszan Evans Set as Preferred | Remove

10 Once your Profile is established, click on the Home icon to the far left to begin shopping.

11 To search for a particular item across all punch-out suppliers, type in the name of the item in the

search bar and click on the search icon n

@ MARKETPLACE A~ Search (Alt+Q a ocuo w om Dy
Shop b Shopping » Shopping Home b Shopping
Shopping
Organization Message o7

Welcome to the OU Marketplace

= Shop

[¢]

Search Everything ~| pens n

Shortcuts Browse
Favorites  Suppliers
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12 Results from all suppliers will be displayed and can be narrowed down by using the Filter Results
options to the left.

@ MARKETPLACE

Shop » Shopping » Sh

Add Keywords

Filter Results
Where are my counts?

By Product Flag
Green §
Recycled

By Supplier
Fastenal
GovConnection
Grainger
Sigma-Aldrich
Staples

By Category

Abrasive polishers

Acid free glue sticks
Animal testing equipment

Antistatic maintenance kits

7 Results Per Page

= |

MOre..,

Al ~ Search [Alt+0)

Go to: =d ear ite:
Results for: Everything : pens

Browse: suppliers

PEN 5520A SIGN BK-FINE PT from Staples
Part Number

Manufacturer Info - (Pentel)

VWR PEN SHORT LENGTH RED. Short-Length Red Felt Tip PenTo be used with Recorders
(14230-180 -178) that go with VWR Signature VWR Low-Temperature and VWR Ultra-
Low Temperature Freezers. Pen length: 4.4cm. Pen length with armature: 7em.

from VWR International
Part Number 14231-

a3
Manufacturer Info 14231-832 - (PRIVATE LABEL - VWR)

SCINCEWRE CAPTR PEN HOLDR PK3 F13373-0000 Scienceware Captor Pen
HolderPermanently place a marking pen in a convenient place near autoclave incubator
storeroom or freezer and cap and uncap with one hand. Fits the Sharpie marking pen or 1

many others of sim from VWR International
Part Number

Manufacturer Info

Sortbys[Besthiztcn |

a 000USD W el F= g7

40 Logout

Showing 1 - 20 of 4000+ Results What does "+" mean?

4| Pagd1  ]of200[x] 2
21.48 Uso
Dz

i

add favorite

60.11 usp
1item, E&

i

add favorite

26.94 Usp
3ltem, PK

add favorite

e more onslylikjend  SHIELD A PEN RAY LAMP 98-0008-01 Lamp Shield AFor use with Pen-Ray Lamp 115C-1 40.99 usD
5 Y It " i i i i i 4
13 Locate the item needed, update the Quantity and click Add to Cart.
PEN S520A SIGN BK-FINE PT from Staples 21.48 usp
Part Number DZ

Manufacturer Info

I}

a

add favorite

14 To make the item a favorite, click Add Favorite.

15 In the pop-up window, click the Add New drop-down to create a Top-level personal folder.

Add Favorite

Step 1: Edit ltem Details
Staples, Catalog No. 575530
Itern Nickname *

PEM 53204 SIGMN BK-FINE PT

Quantity * 1

Description

500 characters remaining
Step 2: Select Destination Folder

Add New -

Top level personal folder
« Personal k

‘You have no personal favorites.

< Shared
You have no shared favorites.

* Required

Save Changes Close

16 Enter a name for the folder and click Save Changes.
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Create Personal Folder

Name * My Supplies

Description

254 characters remaining

* Required Save Changes Close

17 The item will now be assigned to your personal folder. Click Save Changes to add the item to the
folder.

Add Favorite

Step 1: Edit Item Details

Staples, Catalog No. 575530

Item Nickname * PEM 55204 SIGN BK-FINE PT
Quantity * 1
Description

500 charasters remaining

Step 2: Select Destination Folder

Add Mew &

< Personal
< Shared

YYou have no shared favorites.

* Required Save Changes Close

18 Return to the home screen of the Marketplace by clicking on the Home icon and your favorites can
now be accessed under the Favorites hyperlink under the main search bar.

IQJ MARKETPLACE All = Search (Al+Q Q o00UsSD W @ I

Shop b Shopping b Shopping Home b Shopping

Welcome to the OU Marketplace

Search Everything ~ n

Shortcuts Browse
Favorites Suppliers
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19 To search for an item from a particular supplier, click on the supplier’s logo under the Punch-out
menu on the home screen.

Qj MARKETPLACE Al - Search (Alt+Q) Q 0.00USD = P |- A 2
Shop » Shopping » Shopping Home » Shopping

Welcome to the OU Marketplace

w Shop o2
Search Everything ~
Shortcuts Browse
Favarites Suppliers
Showcases o2
~ Punch-out ?
(DeLL) ‘ Bt (G}~ ‘ Comnaetion
T BH e S ThermoFisher mscCc Qr»mmg :::::
Henry Schein Dental Henry Schein Medica =l Services QIAGEN

20 The Marketplace will connect to the supplier's punch-out page and you can search for the needed item
as you normally would through the supplier’s website.

SelectSite PunchOut

Account Number: 70001336DAL Messages Helpv & MyAccountv

1 Staples

@ MARKETPLACE

’ SEARCH Q | RECENTLY BROWSE QUICK YOUR

PURCHASED CATEGORIES ~ ORDER ~ LISTS ~
Now booking into 2020 ' o
Find the best selection of calendars and planners. \ S

RECOMMENDED FOR YOU

On Contract On Contract On Contract On Contract On Contract On Contract

|
| | -

© Live Chat

21 Once the item has been located, update the quantity and add the items to your cart.

22 Each supplier’s site will be different but use the option to checkout or return to your cart.
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SelectSite PunchOut

Account Number: 70001336DAL Messages Help v 1 My Account

MStaples. @ MARKETPLACE

| SEARGH Q | REGENTLY BROWSE QuICK YOUR YOUR
PURCHASED CATEGORIES ~  ORDER ~  LISTS ~ DASHBOARD ¥

23 | Once returned to your shopping cart, click on the Review Shipping button.

A vome @ MARKETPLACE Al -

| ! Shop

ﬁ Orders

Q 2028USD W QP | 191

Shop b My Carts and Orders b Open by Active Shopping Cart » Cart- Draft Cart

Shopping Cart torsenices Testing

4 Continue Shopping 1 Item(s) for a total of 20.28 u=o
Name this cart: |2020-07-17 105043 01

. o
Have you made changes? [ update | & | T Help Perform an action on (0 items selected)...| | Select All (]

@ Staples

The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes? MODIFY ITEMS | VIEW ITEMS Itemn(s) was retrieved on: 5/17/2020 1:44:20 PM

Line(s) 1
Unit
Product Description Price Quantity Total [ ]
Staples Jumbo Paper Clips, Nonskid, 10/Pack with 100/box (A7026606/72577) 6.76 3 w2 O
Y PK
Part Number 472514

Manufacturer Info  ATD26606/72577 - (GENERAL BINDING)

Commadity Code 602700
SUPP-OFFICE

Supplier subtotal  20.28 UsD

24 Ensure that the shipping location selected is correct, being especially cautious to ensure that large

items can be delivered to the location. Click the Edit button if the shipping location needs to be
changed.

A Home @ MARKETPLACE Al - Search (Alt+Q a oo W o m Sy
Orders b Search b Caris b Summary - Draf: Cart
W Shop

ro Orders «) Retum to shopping cart «) Continue Shopping

1ils  Reporting & All done! The required inf ion has been and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Cart| Comments | Attachments  History

Summary = Shipping  Supplierinfo | Taxes/S&H =

General &

Shipping 2
Cart Name 2020-07-17 105043 01 Attn: Services Testing
Prepared by Services Testing El‘dﬂ‘ 3043
Prepared for Services Testing ANDREWS ACADEMIC
Ship Via Best Carrier-Best Way

TOWER - MED CARDIOLOGY
MEDICINE - CARDIOLOGY
OKLAHOMA CITY, OK 73104
United States

Supplier / Line ltem Details

For selected line items | Add to Favorites M - |

" PO Number To Be Assigned
Q_  Menu Search

P

25 Once the shipping location has been verified, click Assign Cart.

Page 8 of 11



OU Marketplace - Shopper

The UNIVERSITY of OKLAHOMA

A& vome @ MARKETPLACE M- seaen(aheg a oz w ©om O
Orders b Saarch b Cartz b Summary - Draft Cart

! Shop

r@ Orders ) Return to shopping cart  «) Continue Shopping

il Reporting & All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

26 If you have a Primary Requester loaded in your profile, their name will automatically appear.

27 To choose another Requester, select the drop-down arrow and choose the appropriate Requester for
this order. Click Assign.

Assign Cart: User Search

® Select from profile values @] Search for an assignee

Select from profile ' Suzanne Cook |VE
values f

Note To Assignes

Dianna Rustin

Susan Evans

28 | A confirmation screen noting that your cart has been assigned will appear. Your Requester will
automatically receive an email notifying them that your cart is pending.

@ MARKETPLACE A= Search (a0 a  ooousp

Shop b My Carts and Orders b Open My Active Shopping Cart b Assigned - Draft Cart

& Cart Assigned

Next Steps
You can wepw the cart in your draft carts list and can unassign i, if needed, until submitted by the assignee. After a cart is submitted by the assignee, you can view it via the Search Carts page
= Create new draft cart
* Search for another item
* Check the status of an order
#» Return to your home page

Cart Summary

Cart number 2964203

Cart name 2020-07-17 105042 01
Cart total 20.28 UsD

Number of line items 1

29 Note that orders to a supplier that does not have a punch-out catalog in the OU Marketplace should be
coordinated offline with the Requester as those orders will need to be submitted via PeopleSoft and
Shoppers do not have access to PeopleSoft.

30 If your Requester becomes unavailable after you have assigned a shopping cart to them, you can
choose to reassign the cart to another Requester.
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31

From the Marketplace homepage, click on the Shopping cart icon, My Carts and Orders and then

View Carts.

@ MARKETPLACE

Shop (At+P)

Shopping

My Carts and Orders

Admin

Open My Active Shopping Cart

Wiew My Orders (Last 90 Days)

Wiew My Orders (Last 5 Orders)

Your assigned carts will be displayed. Locate the cart that needs to be reassigned and click the drop-
down option next to View and select Unassign.

@ MARKETPLACExes* S Q. gocusD W O W A
Shop b My Cartsand Orders » View Carts b Assignad Carts
Cart Management 2
DraftCarts™ | Assigned Carts
arts
< | > Page 1  of2  1-20 of 32 Results 20 Per Page w
Type = Shopping Cart Name = Date Created ~ Assigned To = Action
Normal 2020-04-15 105043 01 4/15/2020 94.00USD  Requestor Example View | T
Nermal 2020-04-24 105043 01 42472020 1,570.56 USD View
Unassign
Normal 2020-04-28 105043 01 4/28/2020 191,91 USD -
Normal 2020-04-28 105043 01 4/28/2020 191,91 USD View ¥

Your cart will be unassigned from the original Requester and you will be returned to your shopping

& @JM»\]{KE-,[[’L-\C[;{ES1 Purchase Orders = aQ gsoousD W O N AR
T T ————
Shopping Cart forseices Tesing 4 Continue Shopping Temls) fora total of 94.00 =

] Name this cart: | 2020-04-15 105043 01 st s A hensey

- A .

2 :

TR iz you made changes? [ upame ] 7 Help | emptycart | [ crste o care - Sdectll (]

Bio-Rad Laboratories™ o= -«
€D |
“The e} in this group was retrieved fom the suppliers websita. What coes tis me
Needto make changes? MODIFY ITEMS | VIEW TEMS  Hemis) wes retrieved on: 4/15/2020 82534 AM
Linefe) 1
Unit
Product Description Pice  Quantity  Total []
Tube Racks 50 m 5-Pack - 50 ml Tube Racks set of 5 each tube can hold up to twenty four 50 ml tubes 20 fi uw O
Part Mumber EA
vpatz

Commodity Code 500100
SUPP-LABORATORY

Suppler sublotal  94.00 U5
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34 Select the Search for an assignee option and through the User Search pop-up window, select a new
Requester and click Assign to reassign the cart to them.

- User 5 h - Mozilla Firef — ]
Assign Carti: User Search & UserSearch - Mols Frsfox

© & https://usertest.sciquest.com/apps/Router/GenericUserSearch?Tmstmp=1  90% s w
() Select from profile values ' (@) Search for an assignee
User Search

Selected Assignee:
Last Name

Assign Cart To: Search for an assignes
First Name
Note To Assignee:

User Mame

Email

Role

Results Per Page
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